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TO:  Development Services Department Customers 
 

SUBJECT: INFORMATION BULLETIN 126c 

  Temporary Certificate of Occupancy (C of O) - New Residential Construction 
  
DATE:  October 16, 2007 
________________________________________________________________________ 
 
The 2006 International Residential Code states in part that no building or structure shall be used 
or occupied until the building official has issued a Certificate of Occupancy (C of O).  Many 
times there are extenuating circumstances that prevent a building from being 100% complete, 
even though all safety-related items have been completed.  In these circumstances, an owner may 
choose to apply for a Temporary C of O that will allow him to legally occupy a structure for a 
limited period of time.  The purpose of this information bulletin is to outline the process of 
obtaining a Temporary Certificate of Occupancy for new residential construction. 
 
AUTOMATIC CERTIFICATE OF OCCUPANCY.  On new residential construction, 
automatic C of O’s are issued when: 

1. All applicable permits associated with the construction of the residence are secured 
including but not limited to building, electrical, plumbing, and mechanical. 

2. All inspections have been performed and approved without any stipulations. 
3. All outstanding fees such as permit fees, plan review fees and re-inspection fees have 

been paid. 
 
TEMPORARY CERTIFICATE OF OCCUPANCY.  A Temporary C of O may be issued 
when all necessary permits have been obtained and all required inspections preceding the final 
inspection are approved.  The following steps are to be followed: 

1. On those permits that are not complete and ready for a final inspection, for whatever 
reason, it is the responsibility of the permit holder to request from the appropriate 
inspector an inspection and approval for a Temporary C of O.  If approving, the inspector 
must document the approval with any stipulations/conditions on the yellow Temporary C 
of O inspection slip and indicate the number of days that he has authorized temporary 
occupancy.  If the number of days authorized by each inspector varies, then the least 
amount of days shall apply. 

2. The applicant shall submit an Application for Temporary Certificate of Occupancy form 
with the Development Services Department requesting a temporary C of O for the 
number of days authorized and addressing the items that are needed to secure a 
permanent C of O. 

3. All outstanding fees such as permit fees, plan review fees, re-inspection fees, and 
Temporary C of O fee shall be paid. 

 



The Temporary C of O will be put in a suspense file until the permanent C of O is issued or 
expires, at which time the permit holder is required to apply for an extension of the Temporary C 
of O and pay the required fee.  Occupying a residential structure prior to the issuance of a C of O 
or Temporary C of O will be viewed as a violation of the building code and result in application 
of the move-in penalty fee identified in the adopted fee schedule. 
 
Should you have any questions regarding this information bulletin, please contact a Development 
Services Manager at (210) 207-0159 or (210) 207-0148. 
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C O N T R A C T O R :          A P # :     

O C C U P A N T :             
 
P R O J E C T  N A M E :             
P R O J E C T  A D D R E S S :            

 

D A T E  O F  R E Q U E S T E D  O C C U P A N C Y :         

A N T I C I P A T E D  D A T E  O F  P R O J E C T  C O M P L E T I O N :       

 

A R E A ( S )  R E Q U E S T E D  

F O R  O C C U P A N C Y :            

R E A S O N  F O R   

R E Q U E S T :              

 

I D E N T I F Y  W O R K  T H A T  

I S  N O T  C O M P L E T E :           

              

S T I P U L A T I O N S / C O N D I T I O N S  O F  A P P R O V A L :       

             

              

 

 
1 .  T h e  2 0 0 6  I n t e r n a t i o n a l  B u i l d i n g  C o d e  s e c t i o n  1 1 0 . 3  p r o v i d e s  f o r  i s s u a n c e  o f  a  

T e m p o r a r y  C e r t i f i c a t e  o f  O c c u p a n c y  ( T C O )  t o  u s e  a  p o r t i o n  o r  p o r t i o n s  o f  a  
b u i l d i n g  o r  s t r u c t u r e  p r o v i d e d  t h a t  s u c h  p o r t i o n  o r  p o r t i o n s  s h a l l  b e  o c c u p i e d  
s a f e l y .  P r i o r  t o  t h e  i s s u a n c e  o f  a  T C O ,  a  $ 5 0 0 . 0 0  c o m m e r c i a l  i s s u a n c e  f e e  m u s t  
b e  p a i d .  T h e  r e s i d e n t i a l  T C O  f e e  i s  $ 1 5 0 . 0 0 .  ( P e r  b u i l d i n g ,  o r  p o r t i o n  t h e r e o f ) .  

2 .  D e v e l o p m e n t  S e r v i c e s  m a y  s u s p e n d  o r  r e v o k e  t h e  T C O  i f  i t  i s  d e t e r m i n e d  t h a t  
t h e  s t r u c t u r e  i s  i n  v i o l a t i o n  o f  a n y  C i t y  o f  S a n  A n t o n i o  a d o p t e d  c o d e  o r  
o r d i n a n c e .  

3 .  P r i o r  t o  t h e  e x p i r a t i o n  o f  t h e  T C O ,  i t  i s  t h e  r e s p o n s i b i l i t y  o f  t h e  c o n t r a c t o r  t o  
r e q u e s t  r e q u i r e d  i n s p e c t i o n s  f o r  c o m p l e t i o n  o f  p e r m i t t e d  w o r k .  A c c e p t a b l e  f i n a l  
i n s p e c t i o n s  a r e  r e q u i r e d  b y  a l l  a p p l i c a b l e  t r a d e s  p r i o r  t o  i s s u a n c e  o f  a  
C e r t i f i c a t e  o f  O c c u p a n c y .  I f  u n c o m p l e t e d  w o r k  c a n n o t  b e  f i n i s h e d  d u r i n g  t h e  
d u r a t i o n  o f  t h e  T C O ,  a n  e x t e n s i o n  m u s t  b e  r e q u e s t e d  a t  a  c o s t  o f  $ 1 0 0 . 0 0  f o r  
c o m m e r c i a l ,  $ 7 5 . 0 0  f o r  r e s i d e n t i a l .  ( P e r  T C O  r e n e w e d ) .  

4 .  T h e  T C O  m a y  b e  i s s u e d  w h e n  a l l  n e c e s s a r y  p e r m i t s  h a v e  b e e n  o b t a i n e d  a n d  a l l  
i n s p e c t i o n s  p r e c e d i n g  t h e  f i n a l  i n s p e c t i o n  a r e  a p p r o v e d .  

 
A S  T H E  C O N T R A C T O R ,  I  F U L L Y  U N D E R S T A N D  A N D  A G R E E  T O  

C O N F O R M  T O  T H E  P R O V I S I O N S  O F  T H I S  A P P L C I A T I O N  A N D  A N Y  

C O N D I T I O N S  A S S O C I A T E D  W I T H  T H E  T C O  A P P R O V A L .  

 

 
     ( P r i n t )      T e l e p h o n e :        
     ( S i g n )      T i t l e :            D a t e :    



T e mp o r a r y  C e r t i f i c a t e  o f  O c c u p a n c y  ( T C O )  

I n f o r m a t i o n  H a n d o u t  
 
A  T C O  a p p l i c a t i o n  e x p i r e s  3 0  d a y s  f r o m  t h e  d a t e  o f  a p p l i c a t i o n .  I f  a  T C O  i s  
n o t  i s s u e d  w i t h i n  t h i s  t i m e f r a m e ,  t h e  a p p l i c a t i o n  i s  v o i d .  T o  r e a p p l y ,  t h e  
c o n t r a c t o r  m u s t  o b t a i n  a  n e w  a p p l i c a t i o n  a n d  p a y  a p p l i c a b l e  f e e s  a s  p e r  t h e  
D e v e l o p m e n t  S e r v i c e s  D e p a r t m e n t  f e e  s c h e d u l e .  T h i s  i n f o r m a t i o n  B u l l e t i n  1 2 6 a  
o u t l i n e s  t h e  C  o f  O  a n d  T e m p o r a r y  C  o f  O  f e e s  a n d  a n y  p e r t a i n i n g  p e n a l t i e s  
i n v o l v e d .  
 
A p p l y i n g  f o r  a  T C O  d o e s  n o t  m e a n  y o u  h a v e  a u t h o r i z a t i o n  t o  u s e  o r  o c c u p y  t h e  
b u i l d i n g .  O c c u p a n c y  i s  a u t h o r i z e d  u p o n  r e c e i p t ,  b y  t h e  c o n t r a c t o r ,  o f  a  
T e m p o r a r y  C  o f  O  s i g n e d  b y  t h e  B u i l d i n g  O f f i c i a l .  
 
T o  r e c e i v e  a  T C O ,  a l l  l i f e  a n d  s a f e t y  c o n s t r u c t i o n  i t e m s  m u s t  b e  c o m p l e t e d  a n d  
w h e n  a l l  n e c e s s a r y  p e r m i t s  h a v e  b e e n  o b t a i n e d  a n d  a l l  i n s p e c t i o n s  p r e c e d i n g  
t h e  f i n a l  i n s p e c t i o n  a r e  a p p r o v e d .  A l l  c e r t i f i c a t i o n  l e t t e r s  f r o m  e n g i n e e r s  a n d  
s p e c i a l  i n s p e c t i o n  r e p o r t s  m u s t  b e  s u b m i t t e d  a n d  a p p r o v e d  p r i o r  t o  T C O .  A l l  
o u t s t a n d i n g  f e e s  s u c h  a s  p e r m i t  f e e s ,  p l a n  r e v i e w  f e e s ,  r e - i n s p e c t i o n  f e e s  s h a l l  
a l s o  b e  p a i d  p r i o r  t o  T C O .  
 
I t  i s  t h e  r e s p o n s i b i l i t y  o f  t h e  c o n t r a c t o r  t o  r e q u e s t  f r o m  t h e  a p p r o p r i a t e  
i n s p e c t o r  a n  a p p r o v a l  f o r  T C O .  T h e  i n s p e c t o r  m u s t  d o c u m e n t  t h e  a p p r o v a l  o n  
t h e  y e l l o w  T C O  i n s p e c t i o n  s l i p  a n d  i n d i c a t e  t h e  n u m b e r  o f  d a y s  a p p r o v e d .  I f  
t h e  n u m b e r  o f  d a y s  a p p r o v e d  b y  e a c h  i n s p e c t o r  v a r i e s ,  t h e n  t h e  l e s s e r  s h a l l  
a p p l y .  U p o n  c o m p l e t i o n  o f  t h i s  a p p l i c a t i o n ,  a  T e m p o r a r y  C e r t i f i c a t e  o f  
O c c u p a n c y  w i l l  b e  p r e p a r e d  a n d  h a n d e d  t o  t h e  c o n t r a c t o r  b y  t h e  D e v e l o p m e n t  
S e r v i c e s  C u s t o m e r  S e r v i c e  S u p e r v i s o r  l o c a t e d  o n  t h e  1 s t  f l o o r .  T h i s  d o c u m e n t  
w i l l  o n l y  b e  h a n d e d  t o  t h e  c o n t r a c t o r  o f  r e c o r d  o r  r e p r e s e n t a t i v e  o f .  
 
I s s u a n c e  o f  a  T C O  d o e s  n o t  c o n s t i t u t e  c o m p l e t i o n  o f  a  c o n s t r u c t i o n  p r o j e c t .  

I t  i s  t h e  c o n t r a c t o r ’ s  r e s p o n s i b i l i t y  t o  c o n t r o l  t h e  u s e  a n d  o c c u p a n c y  o f  a  

b u i l d i n g  u n t i l  a l l  c l e a r a n c e s  a n d  i n s p e c t i o n  r e q u i r e m e n t s  a r e  c o m p l e t e d  a n d  

a  f u l l  C e r t i f i c a t e  o f  O c c u p a n c y  i s  r e c e i v e d .   
 
A l l  c o n s t r u c t i o n  w o r k  m u s t  b e  c o m p l e t e d  w i t h  f u l l  c l e a r a n c e s  a n d  r e q u i r e d  
i n s p e c t i o n  a p p r o v a l s  p r i o r  t o  e x p i r a t i o n  o f  t h e  T C O .  I t  i s  t h e  c o n t r a c t o r ’ s  
r e s p o n s i b i l i t y  t o  r e q u e s t  a l l  n e c e s s a r y  i n s p e c t i o n s  a n d  a p p r o v a l s .  I f  t h e  p r o j e c t  
i s  n o t  c o m p l e t e d ,  i t  i s  t h e  c o n t r a c t o r ’ s  r e s p o n s i b i l i t y  t o  c o n t a c t  t h e  C h i e f  
B u i l d i n g  I n s p e c t o r  t o  d i s c u s s  o p t i o n s ,  w h i c h  m a y  i n c l u d e  a p p l y i n g  f o r  a n o t h e r  
T C O .  
 
D O  N O T  O C C U P Y  A  B U I L D I N G  O R  P O R T I O N  T H E R O F  W I T H O U T  A  T C O .  
T h e r e  i s  a  $ 5 0 0 . 0 0  n e w  c o m m e r c i a l  o c c u p a n c y  w i t h o u t  a  C  o f  O  p e n a l t y  f e e .  
T h e  p e n a l t y  f e e  f o r  r e s i d e n t i a l  i s  $ 3 0 0 . 0 0 .  T h e r e  i s  a l s o  a n  e x i s t i n g  c o m m e r c i a l  
o c c u p a n c y  w i t h o u t  C  o f  O  p e n a l t y  f e e  o f  $ 2 0 0 . 0 0 .  ( P l u s  t h e  C  o f  O  f e e ) .  
 
D O  N O T  A L L O W  A  T C O  T O  E X P I R E .  O c c u p a n c y  o f  a  b u i l d i n g  w i t h o u t  a  T C O  
i s  a  c o d e  v i o l a t i o n  a n d  w i l l  i m m e d i a t e l y  r e s u l t  i n  e n f o r c e m e n t  b y  t h i s  
d e p a r t m e n t ,  w h i c h  m a y  i n c l u d e  t h e  d i s c o n n e c t i o n  o f  u t i l i t i e s  a n d  t h e  f i l i n g  o f  a  
m u n i c i p a l  c o u r t  c a s e .      
I f  y o u  h a v e  a n y  q u e s t i o n s  r e l a t e d  t o  t h e  T C O  p r o c e s s  o r  i n s p e c t i o n  
r e q u i r e m e n t s  s p e c i f i c  t o  y o u r  p r o j e c t ,  f e e l  f r e e  t o  c o n t a c t  t h e  C h i e f  B u i l d i n g  
I n s p e c t o r  a t  ( 2 1 0 ) 2 0 7 - 8 3 1 4 .                                            ( I n i t i a l )    


